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iBcruRg soras 


" What Tvary Sktoerviso r S hould Khow About :forgonnel Mjaagetaent * 

Purpose : The t h em e of this lecture is the supervisor's awar eness of hi a 
^ployees m individuals. Its purpose is to describe the s u per vi sor's 
responsibilities fear the mnrv jement of the employees he supervises, to 
suggest the type© of problems he might expect to arise, end to acquaint 
him 'with the staff services and facilities available to assist him* It 
does not cover such raatters as work m a n agement and control, jjnfngisiliiliiji. 
and planning, and other elements of the aupesrvisar's total Job whldh focus 
on the Job or product rather than the personnel which produce it. 

Ge asral Outline 


The supervisor must deal vita the angployee as a total personality. 
Performance deficiencies on the Job may be manifestations of off- Job 
problems, of mal-assignuenta, of ill health. The evaluation of an eraploy- 
ee's perfonaance in a given ,{ob is pertinent to planning his development 
for future assignments. All of these matters are so closely inter-related 
that a simple, nest grouping is not realistic* the supervisor will meet 
them in many and varied eembtixations . She topical Hmfllncff used and the 
points covered under them were selected for convenience in presenting the 
material. 

Bart I discu3set: the a^loyee as a person. What should the suj>ervisor 
know about him personally, his health, his habits, his ffcnily situation, 
etc. Whet should the sxgjervlsor know about bis work attitudes end habits, 
his relation with co-woitaem, etc. What does tts supervisor do to help an 
employee who has a personal problem? How should he handle disciplinary 
problems? 

Part II discusses the employee as a worker. 2t is concerned with 
evaluating the employee's performance and potential and planning for his 
t raining and development. How does the supervisor counsel the employee 
whose performance is inadequate" How does he counsel the employee who has 
reached his peak? 


hart III provides a brief description of staff services and facilities 
a v ail ab l e to supervisors and a review of employee benefit and service pro- 
grams* 


Bart W is a summary in which the supervisors responsibilities for 
personnel management are retrieved is the context of their importance to the 
Agency in achieving the best possible utilisation of its personnel resources 
and of their significance in personnel security. 
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IWlfttL QQgJ HB 


Part I. She fcploye© ma & Person 

A. Qff-tlie-Job 

1. Uhst the supervisor should Snow about the personal circumstances of 
his subordinates. She supervisor does not need to Snow every detail of the 
personal lives of his suhordfeartea . However, ha night use the f oHovia : m 
a check list of the kinds of Items which assy he inporfcant and Inqu i r e In 
detail about those which appeea* to he problems to the employee. 

a* Marital status 

b, siiiiiww i 

© • IkRjacdsst relatives 

4 , HaaXtfa ■nrohlamG of eralovee or dependents 

e. Sousings spartnas.it | iK>»e -renting or buying; general location 

f . Car; trasatportatJ^ to work (ear pool, bus, etc*) 

g. Hobbles; recre a tional prefereneee 

b. Outsi de job (if *®lo&*©e has a second lob, shat is it; dtsy does 
he consider it necessary) 

i. Social actlvltlse: nature; does circle ©f acquaintances extend 
beyond Agency ettiociatest 

1* Wife's employments in wife (husband) employed; Share? 
fc. Financial asnaeMREtzit: does he eeen to he h a nd li ng his obliga- 
tions without ekoeeslv© strain; installment buying; debts. 

1. Insurance: does he lucre health end life insurance? 

2. Bov does the supervisor learn sheet the employee's personal life? 

This depends on iaauoy lectors. Each supervisor should develop his 
own techniques. Be should avoid giving the impression of prying but should 
display an interest Which will encourage employees to discuss their personal 
problems with him. It is not necessary that a supervisor visit an employee's 
>»<■»»#> or socialize with him to establish a friendly r ap port. Sometimes 'the 
supervisor stay find it helpful to talk to other eapleyes* about a particular 
employee; however, he should be vary careful shout doing so — he should not 
encourage gossip, tale-bear in ,, or establi shin g any esgdcyee as his "eyes 
and ears." If a supervisor has reason to believe an employee has a serious 
problem, he should feel free to consult hie superiors and staff officers for 
advice. 

B. On-tbe-Job 

1, Wherb does the supervisor need to knew about his maployeea on-tha-job? 
®iie question. Is concerned with work habits and attitudes as separate from 
competence, quality of perfomanao, and ©v a lu at io n of potential. The fol- 
lowing list is suggestive of palate which the s upervi sor should keep in mind. 
An Important point is that any gadfly and unexplained change in an employee's 
work habits and attitudes is significant and sbmiidbe a flag to the super- 
visor to seek an explanation. 
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a. Punctuality: is employee usually early, just on tl m t or Hardy? 
Bos* he always leave with the "quitting hell/ stey late? 

b. Leave: does he take annual leave in small, unscheduled, amounts? 
Does he usually request lease in advance? Loss he take a we©k 
or more for e vacation? Dow he take sick leave frequently? 

In what amounts? Is it wtlsfactorOy expl a in ed? 

e. On Job oondBcti Is he disciplined in office behavior? Are his 
dress and decorum ro.iriate to the kind of voafk performed In 
Me office? 

d. Iaftor-pecraoniil relations: Hoe does he get along with co-workers? 
Ie he friendly, well-liked, active in office-related social 
affairs? Is he reserved: Is he overly hostile to co-wrkars? 
Does he work best oau his own? 

e. Discipline: does he accept and conform to necessary office 
discipline? Does he accept suggestions and guidance? 

f . Morale: Sow his jaacnale appear good, poor? Why? Sow he ie«a 
to like Ms job? 

2. How does the svqperwieor learn about the employee on-the-job? How 
does he deal with disciplinary problems? 

It is much oiagxler than learning about Mm off -the- job . It does 
require observation, attention, and interest* When an employee's on-the- 
job behavior suddenly and without reason, the supervisor should try 

to find cut the why. Often, a talk with the employee will be sufficient to 
correct lapses* If it is not, the supervisor may need help end should neck 
it from his supervisors and staff officers . 

Part II. Bwj Sgployw as a Weaker 

qv)f g part of the lecture would be concerned with evaluating the quality 
of the employee's performance and his potential* It would cover the wed 
for the supervisor to: 

1. Learn about the employee's background of education end experience 

2 * Identify his strange** and weaknesses. 

3. Identify areas in Which he needs further training and davelcpaent 

k* S ugge st ways in idilch the employee can be given opportunities to 
realise Ms potential. 

Mh-n* tiie role of the supervisor in providing an informed evaluation of 
the emplcyee-at-work cannot be over-emphasized, the role of the career ser- 
vice in parting his training and development 1* of special importance. 
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Part III. staff Services and facilities 

Uia Medical Staff anft the OfTiess of Personnel and Security wuld present 
short briefings on tfaeir service® sad facilities ia relation to the super- 
visor’s responsibilities for Ms people. Also, if as has been suggestac a 
separate lecture would be given for each major caopoaent, this eeetion "would 

* Brief description of the career service ree c haniwa of that eonftxm- 
enfc end its functioning in relation to wployee evaluation and davelcpaont. 

Bat IF. Suaraary 

In this section, the aaptoaato wold, be placed on the reasons why a^^er- 
visors are concerned about their employees aa individuals. Sane of the 
points which might he aovered are as fences* 

1. Especial conccm of mi intelligence aganey with the persons! 
circumstance: •• of Its @B*slcyeea for security reasons* 

2. Objective of offer it* 5 each employee an opportunity to make his 
msxtnnitn eorttribution to the Agency. 

3. Significance of tls supervisar’a role in (s) maintaining person- 
nel security, (b ) creating a job clim ate conducive to highly 
effective performance, (c) identifying employees who should be 
given d*velo#«*itol mid t ra i nin g opportunities and those tfco 
should he elhainated as ineffective. 


Approved For Release 2002/05/08 : CIA-RDP78-06365A001 200020029-7 



